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About This Manual

Welcome to theBackground Check System (BG$)r ManualThis user guide will help you
understand how to request a background check agwkive results from the Washingt@tate
Department of Social and Health Servi@SHSynlineBCS

Please note th&CSystem (and therefore this manual) is subject to alteration.
Modifications/updates to the manual may result from changes in Statéederalpolicies and
proceduresBC$ystem upgrades, or other factors.

BCSwvas developedor use by theDSH®ackground Check Central Unit (BCQIde oBCS
and this manual is restricted to authorized end userBG&ystem.BCCU can be contacted at
bccuinquiry@dshs.wa.gov.
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Troubleshooting BCS Access:

BCS users will need to ue®ogle Chromenternet browser. If you are having trouble getting the
BCS webpage to come up, you may needéaryour cache and/or cookies to access BCS.

See belowor instructions.

How to Clear Your Cache/Cookies in Google Chrome

1. Tap Chrome menu > Settings.

& C | ® Chrome | chrome://apps

#2 apps Fi Bes-uaT B BAF-UAT BB BCSTest [ Admin-UAT Fj Admin-Prod [ BCS-Prod Fffl BAF-Prod [3 Inquiry Type Group B SecureAccess Wash +T
M+l
Zoom - 100% -
Print... P
Cast.
Find... ool ]
More tools
— Edit Cut Copy  Pastdll |
n o
. Help
Exit Corl+Shift-0,
Web Store Docs Gmail Google Drive YouTube Slides
H
H
Mew window +M d
New incognito window  Ctrl+Shift=l
Histo »
v L|
Downloads Ctrl+ -
Bockmarks 4
= -
Zoom - 100% = - o
Print... Ctrl+P
Cast...
Find... Ctrl+F
Maore tools »
Edit Cut Copy Paste | —
Settings
Help 4
Exit Ctrl+5hift+Q -

2. Scroll to the bottom of the screen
3. Select the arrow next t€lear browsing dat@o open the Clear browsing data screen
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Privacy and security

Clear browsing data
Clear history, cookies, cache, and more

Site Settings

Control what information websites can use and what content they can show you

More

4. From theTime rangedrop-down menu, selecAll time.

Clear browsing data

Basic Advanced

Time range All time

Last hour
Last 24 hours
Last 7 days
Last 4 wesks

Cookies and other site data
Signs you out of most sites.

Cached images and files

Frees up 27.6 MB. Some sites may load more slowly on your next visit.

CANCEL CLEAR DATA

5. CheckCookies and Site datand Cachedmages and Files
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Clear browsing data

Basic Advanced

Timerange All time

Browsing history
Clears history and autocompletions in the address bar.

Cookies and other site data
Signs you out of most sites.

Cached images and files
Frees up 27.6 ME. Some sites may lead more slowly on your next visit.

CANCEL CLEAR DATA

6. SelectCleardata.

Clear browsing data

Basic Advanced

Time range All time

Browsing history
Clears history and autocompletions in the address bar.

Cookies and other site data
Signs you out of most sites.

Cached images and files

Frees up 27.6 MB. Some sites may load more slowly on your next visit.

CANCEL

7. EXxit/Quit/CloseALLbrowser windows and r@pen theGoogle Chromérowser.
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Accessing BCS

You need to have an active profile in BCS, before you can access the system. If you have been set
up with a profile you will receive an email from the system with information on how to register as

a user and activate your profile in BCS. If you haveetsived a registration email, or if your
registration code has expiregleasecontact BCCU via emaillatcuinquiry@dshs.wa.qgar the

Primary Account Administrator (PAA) for your account to request a ngstration key.

In Google Chrome browserisit www.dshs.wa.gov/BO® access BCS. Follow the link for your
user type.

Internal Userg Stateemployee accessg BCS within the state fire wall.

ExternalUser¢ Secure AccessNVashington (SAW)seraccessing BCS outsitle state firewall
and does not hava state issue@mail addresg@dshswa.goy. For instructions on how to log
into BCS using SAW, please réfethe user guidd.og into BCS Using SecureAccess Washington

(SAW)

When youare logged intdCS, e g/stem displays the BCS Welcome Page. This page will display
everytime you log into BCS.
1 Read andaectOkay

Washington State
-? Y Department of Social
7 & Health Services

Transforming lives

Background Check System

As the Department of Social and Health Services, a single mission ties us together: to trensform lives.

The Background Check Central Unit (BCCU) contributes to this mission by partnering with you to apply transformative employment practices through strategic policies, creative business

The new online Background Check System (BCS) is for authorized entities, such as Department programs and authorized service providers, to complete background checks for those who

serve vulnerable adults, juveniles, and children.

Thank you for supporting our mission te transform the lives of our state’s most vulnerable.

WARNING

This is a government computer system and is the property of the Washington Department of Social and Health Services. It is for authorized use only.

Users (authorized or unauthorized) have no explicit or implicit expectation of privacy. Any or all uses of this system and all files on this system may be intercepted, monitored, recorded,
copied, audited, inspected, and disclosed to the authorized site, Department of Social and Health Services, and law enforcement perscnnel, as well as authorized officials of other
agencies, both domestic and foreign.

By using this system, the user consents to such interception, monitering, recording, copying, auditing, inspection, and disclosure at the discretion of the authorized site or Department
of Social and Health Services personnel.

Unauthorized or improper use of this system may result in administrative disciplinary action and civil and criminal penalties.
Unauthorized access is prohibited by Public Law 99-474 "The Computer Fraud and Abuse Act of 1086™
Unauthorized access, use, misuse, or modification of this computer system or of the data contained herein or in transit to/from this system constitutes a violation of Title 18, United States

Code, Section 1030, and may be subject the individual to Criminal and Civil penalties pursuant to Title 26, United States Code, Sections 7213, 7212A (the Taxpayer Browsing Protection Act),
and 7431.

By continuing to use this system, you indicate your awareness of and conzent to these terms and conditions of use. LOG OFF IMMEDIATELY if you do not agree to the conditions stated in this
warning.



mailto:bccuinquiry@dshs.wa.gov
http://www.dshs.wa.gov/BCS
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/LogintoBCSUsingSecureAccessWashington%28SAW%29.pdf
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System displays the User Access Agreement page. This page will display every time you log in to
BCS.
1 Read andalectl Agree

Washington State
'ﬂ Y Department of Social
7 & Health Services

Transforming lives

BY CLICKING "I AGREE", ] UNDERSTAND AND ACCEPT THE FOLLOWING TERMS OF USE FOR ACCESSING THE BACKGROUND CHECK
SYSTEM (BCS):

= BCSisa restricted information system maintained by the Washington State Department of Social and Health Services (DSHS).

« BCS contains confidential and restricted information that | will protect as required by federal and state law.

1will comply with applicable DSHS confidentiality and security policies.

Unauthorized use of BCS or any records accessed through BCS is prohibited and may be subject to criminal and/or civil penalties or may result in formal disciplinary action by DSHS,

including termination of my employment or contract.

If | have potential access to national (fingerprint) criminal history records, | have completed Criminal Justice Information System (CJIS) Security Awareness Training.

The use of criminal history record information obtained through a national (fingerprint} check must comply with the CJIS Security Policy.

Dissemination or use of national criminal history records for any other purpose is a violation of federal law.

System usage may be monitored, recorded, and is subject to audit.

If | have any questions regarding federal, state, or DSHS requirements around system usage, or require access to applicable confidentiality and security policies, | will contact my direct
SuU per\.risoror program contact.

Use of this system indicates consent to monitoring and recording of my system usage and indicates | understand and agree to comply with the above terms.

Logging intoyour Entityor Entities

All BCS users are granted access to BCS 8GkrEntity Account level.
If your entity has more than one account, or you support more than one entity, your BCS
access can be tigd each of these accounts, but you will only see activity on one account
at a time.
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Choose Your Account
If you have access to more

than one account

1 A drop down list will appear for you to pick which entity you would like to see

March 2020

o The list will only she those accounts that you have access to.

Select an Entity

You can work with background checks for multiple entities. Please select the entity you wish to work with.

Select entity

40010319: # 1| AAA Ascending Adult Family Homes, Adult Family Home, Edmonds

40010319: # 1! AAA Ascending Adult Family Homes, Adult Family Home, Edmonds

400 1: #1 Adult Care Home, Adult Family Home, VANCOUVER
10090: #1 AFH Rai Angels Inc, Adult Family Home, Napavine

400 9: #2 SARON ADULT FAMILY HOME, Adult Family Home, MARYSVILLE

40010221: #3 Saron Adult Family Home, Adult Family Home, Marysville

40010513 ™" 1st Choice Senior Care Adult Family Home LLC, Adult Family Home, Marysville

4D010563: **Amazing Grace Adult Family Home LLC, Adult Family Home, Lynnwood

40010382: 01 Briarwood Senior Family Home LLC, Adult Family Home, Vancouwer

4001

2000

9: 1 AAA Absolute Home Care LLC, Adult Family Home, MARYSVILLE

10: 1 Afrodita's Lovely Family Home, Adult Family Home, Vancouver

1 If you are assigned to more than one account, you may switch accounts without signing

out of BCS.

1. / £t A0] Ww2St02YSQ APBASKS dzLIJLISNJ NRA IK

(= 12) Welcome, dshs\GlascRL

Profile
Messages

Switch Account

Sign Out

2. Select Switch Account to access the list of available acsount

If you have access to only one accgw@u will automatically be logged in and taken to the BCS

home page

Thehome page is set up the same way for all BCS users (details about each section will be

provided in the steps below)

02 NY S
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Background Check System *ENVIRONMENT: UAT* 2 = Wel;i:leu- nd:h;l\ggl'z
B search | Reports v | Admin Tools v 3 Name: HCRR HCS TE
Quokka 1.1
11001618 HCRR HCS TEST Home Page
Review and Submit a New Background Check- Search Applications
4 Enter the Online Form Confirmation Code First Name Not v I Archived
Re:u‘rec‘ Applicant First Na | Submitted Progress
Enter10charactercode | Last Name e = )
Applicant Date of Birth Required [ \pplicant | ast Na ‘ Finished 'ie“ds Bxpired
Action
MM ‘ Inquiry ID
P ‘ Date Created From Date Created To
Retrieve Applicant Information ‘ ‘ o
Show My Inquiries
[search
7&8
Aanually enter New Applicant Information
9
6 No background check applications found...

=

Menu Bar
2. System Notifications, User name, Account number, and Facility Name
a. Click the Welcome line to access functions for
I.  Viewing Account profile
ii. Switch Accounts
jii.  Sign Off
BCS Page Title
Fields for starting 8ackground Check
Search Functionality
Working Grid
a. If no results have éen submitted, it will displailo backgound check
applications found
b. If there is background checks submitted, all background checks submitted
under the account within BCS will display.
7. Primary Action Buttons are bold
a. Bold Blue when Active
b. Bold Gray when Inactive
8. Secondary Action Buttons are just an outline
9. BCCU Turnarountimes
10. Export working grid information to excel

ook w
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Submitting a Background Check

There are two ways to start a background check for an applicant.

1. If the applicant completed thelackground checluthorizationform using theonline
tool:

a. The applicant neds to provide you with thie Confirmaton Code from their online

form and their date of birth
I. If the applicant emails their code directly to you, please note that the date
of birth is not included for security reasans

b. Enter theOnline FormConfirmationCodeand ApplicantDate of Birthinto the

fields on the BCS home Page

Review and Submit a New Background Check

Enter the Online Form Confirmation Code

Required
| STEDM2930D |
Applicant Date of Birth Required
| 04/23/1999 |

Retrieve Applicant Information

-0r -

Manually enter New Applicant Information

c. SelectRetrieve Applicant Informatiorbutton.
d. This willretrieve(d KS | LILIX AOFyiQa Ay TF2NXIFGA2Y FTNRY
GKS LXK AOFyiQa LI SNAR2YIf AYTF2NXIOGAZ2YVY

10
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e.

f.

March 2020

Applicant Information Data Entry

Name and Date of Birth Information

Enter the applicant’'s name and date of birth.

First Buddy

Last Stedman
Date of Birth (MM/DD/YYYY) 4/23/1999
Did the applicant list any Alias Names? No

Additional Applicant Information

Daytime telephone number where the (902) 481-7591

applicant can be reached

Does the applicant have a valid driver's license? No

Address Information

Has the applicant lived in any state or country other than Mo
Washington State within the last three years (36 months)?

City city

Zip Code 58512

Mailing Address (usable for confidential information) &
Address Line 1 addrss

State WA

If you selecRetrieve Applicant Informatiorand you receive th&lo Applicant
Form Founcerror message:

——Review and Submit a New Background Check:
Enter the Online Form Confirmation Code

Required
| STEDM2830D |
Applicant Date of Birth Required
| 04/23/1009 |

Retrieve Applicant Information

-Qr-

Manually enter New Applicant Information

I—Sea rch Applications

Mo Applicant Form found. Please check your
search criteria and try again.

oK

L] Show My Inguiries

i. Doublecheck that the confirmation code is correanid there are no spaces
at the beginning or end of the codé/e recommend copying and pasting

from the confirmation code email.
i. +tSNAFe (KIG (GKS
ii. LT AG adGAff

R2SayQi

I LILX A Ol yiQa RI
g2N] = GKS

Background Check Authorization form again anavide the new code.
iv. Note: The most common reason th happens is because the applicant
typed their date of birth incorrectly on the form

Continue to step 3 below

VS
I LILJ

11
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2. If the applicant provided you with a signed paper copy of thigackground Check
Authorization form
a. Click on thénhypeiink to Manually enter New Applicant Information

Review and Submit a New Background Check

Enter the Online Form Confirmation Code
Required

| Enter 10 character code
Applicant Date of Birth Required
| MM/DD/YYYY |

Retrieve Applicant Information

S~ L “or-

Manually enter New Applicant Information

b. The system displays a screen with blank fields that matclottiee form.
c. You willenter the information from the signed paper form into BCS
I. Note: The signed paper form is your approval to conduct the Backgt
Check orthe applicant You wilheedto retain this form per your
LINEZ 3 Ndteiid gecord retention policies.

12
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Is the applicant's listed street address where they live now  R=

Name and Date of Birth Information o o
e same as the mailing address above?

Enter the applicant’s name and date of birth. () Yes {_) No
First @ Reguired
[ : | Self-Disclosure — Conviction Information @
Middle © | Diq theapplic.a.ntdisclose crime convictions? (11a) Reguired
Last @ Required () Yes () No
Lm of Birth (MM/DBIYYYY) © p_sq,,,:m:l Self-Disclosure - Pending Charge Information &

MM/DD/YYYY Did the applicant disclose any pending charges? (11b) Reguirsd
Did the applicant list any Alias Names? Reguired () Yes ) No

(Jves  (no . )

Self-Disclosure Questions @

Additioual AP Plic ant IﬂfOIlTlat iOl'l Has a court or state agency ever issued the applicant an Required

Daytime telephone number where the applicant can be reached © order or other final notification stating that the applicant

Reguired
| abandoned, or exploited a child, juvenile, or vulnerable
adult? (12) @

| () Yes {_J) No

has sexually abused, physically abused, neglected,

Email Address where the applicant can be reached @

Applicant's Social Security Number @

| Has a government agency ever denied, terminated, or Required

revoked the applicant's contract or license for failing to
care for children, juveniles, or vulnerable adults; or has the

D.ues the appl.il;ant have a valid driver's license? applicant ever given up their contract or license because a
) Yes i} No government agency was taking action against the
applicant for failing to care for children, juveniles, or

. I ble adults? (12) ©
Address Information vulnerable adults? (12)

O Yes { Neo
Has the applicant lived in any state or country other than Reguired
was hington S.t?te within the last three years (26 months)? Has a court ever entered any of the following against the Reguired
S Ves S No applicant for abuse, sexual abuse, neglect, abandonment,
domestic violence, exploitation, or financial exploitation of
Mailing Address (usable for confidential information) &——— avulnerable adult, juvenile or child? (14)

) o » Permanent vulnerable adult protection order /
Address Line 1 Required restraining order, either active or expired, under
| | RCW 74.24.

Address Line 2 Sexual assault protection arder under REW 7.90.

.

Permanent civil anti-harassment protection order,

City Reguired State Required either active or expired, under RCW 10.14.
. | [wea ¢ | o
Zip Code Required

| () Yes {_J No

| have reviewed applicant information

d. When the data entry is completgpu willcontinue with step 3 below.

e. Note: DSHS BCCU does not conduct background checks for persons undé)eight
years old. If you try and submit a background check for applicant(s) under 8 years
old, the request will be denied and you will receive the following error message:

Name and Date of Birth Information -

Print your name as it is listed on your driver's license or other photo ID.

First 2] R
Test

Middle @

Last @
Angel
Date of Birth (MM/DD/YYYY) © Required

DSHS does not conduct background checks for persons under eight (8) years old.

| 01/01/2015 |

Have you used any other first, middle, or last names? Required
Include nicknames, maiden names, and any other names
you have used.

Yes No

13
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3. wS@ASs G(GKS LILX AOFydQa AYyF2NNIGAZ2Y | YR
indicating that you have reviewed the applicant information

have reviewed applicant information

| Cancel |

a. SelectChoose Entity Information
b. System displays the Entity Information page

Entity Information

Entity Requesting Background Check:

i | BCSTEST

Aging & Long-Term Support Administration > Residential Care Services = Initial License
Entity Account Number

11004460

Applicant Tvpe

Other (Default)
Type of Background Check
iii. Mame and Date of Birth

O

Fingerprint (includes WA State Name & Date of Birth AND Fingerprint Check)

Application Information v

Applicant Name
TEST TEST
Applicant DOB
1/1/1980
Applicant Phone

360) 902-0299

I [ Archive l [ Edit Application ] [ Save for Later ] Submit to BCCU

i. Summary of the entityhat you are submittinghe background check under

ii. Applicant type A description of the reason for submitting a background
check

A Note: This is not used nor seen by BCCU when processing
background check requests

14
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Applicant Type
Other (Default)
Other (Default)

| New Hire

@

1 Initial Contract

Initial License
Rehire
Renewal

ii. Type of Background Check

A If your entity does not have theatutory authority from the
Washington State Patrol (WSB)request afingerprint based
background check, you will not see this option. The system will
default to aname anddate ofbirth background heck.

A Alternately,if your entity only requests fingerprint based
backgroundchecks, you will not see this option. The system will
default to afingerprint check.

iv. Applicant Information Summary

v. Archive, Edit Application, or Save for Later options
c. Complete the required fieklto activateSubmit to BCCU
d. ClickSubmit to BCCU

[mosces 2]

e. The system will take you back to your entity home page
I. The request has been sent to BCCU for processing

Refer to page 26f thisEntity UserGuide for a list of BCS Inquiry Status Definitions.

Fingerprint Based Backgrounthecks

If your facility requires a fingerprint based background check for an applicajuest a
fingerprint based bekground checkvhen you initially submia background check in BCS

Note: You donot need to submit a name and date of birth request and then a fingerprint request.
You will have an opportunity to decide if you want to continue fingerprint based background
check after the interim resulfWA State Name and Date of Birtejvailableto review in BCSor if

you want to withdraw thanquiry.

1. Follow the instructions outlined in the section for submitting a background check to start a
new request(steps 1 through 3.iii. above)

15
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2. On the Entity Information Screen:
a. ChooseApplicantType.

Entity Information

Entity Requesting Background Check:
1st Home of Happiness Adult Family Home
Aging & Long-Term Support Administration > Residential Care Servi

Entity Account Number: 40010303
License: 753210

Applicant Type
| Renewal

Other (Default)
{ New Hire

TS

{ Initial Contract
Initial License
Rehire ]

Renewal

b. Clck on the radio button next t&ingerprint

L
Type of Background Check
(__) Name and Date of Birth

(_) Fingerprint (includes WA State Name & Date of Birth AND Fingerprint Check)

c. Click the radio button next t¥esor No to indicate if the applicant is a volunteer or

not.
I. Volunteers have a different Washington State Patrol processing fee
Is the fingerprint check for a volunteer? Required
© Yes '::::' No

d. Click onrSubmit to BCCU

[mosces 2]

16
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e.

March 2020

If you have submitted the same type of background check for the same applicant
within the past 12 months, you will receive a pop asking if you would like to
review prior to submitting a new background check. This is helpful to reduce
duplicate backgrond checks, however, if you need to submit a new background
check you are allowed to proceed.

Possible Duplicate Inquiry X

It appears you have already submitted a background check for this applicant in the past 12 months, below are the
Inquiry |Ds that may match. Are you sure you want to submit?

Possible duplicate inquiries:

IMPORTANT: Submitting additional background checks will not speed up our processing times. IF)ou are trying to
correct a self-disclosure error, please contact BCCU at 360.902.0299 or becuinquiry@dshs.wa

y.ID 5414845 submitted on 03/26/2020

Proceed with New Background Check m

f.

The system takes you back to your entity home page

I. The request has been submitted to BCCU for processing.

Fingerprints: Continue or Withdraw Decision

1. Whenan hterim Result notification iavailable for reviewn BC$Sthe status for the inquiry
will changeto Interim FPHnished

“Last Name sFirst N\ame |SInquiryID |SStatus sDate Created | $Check Type |User Name
FLOOF FANCY 4817077 Finished 05/25/2018 NDOB Beth Elder
FLOOF FANNY 4817078 05/26/2018 FP Beth Elder
HOLOHOLONA | PELE 4816965 Finished 05/23/2018 FP Beth Elder
NAMI KA PUA 4816986 Pending Fingerprints | 05/23/2018 FP Beth Elder

2. Open inquiry by clicking on theastNamewhich is ehypetink.
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3. Scroll to the bottom of the page to thResultssectionand click on the Results hyperlink to
review the complete Interim FP notification and background check information.

Results

Interim FP Mo Record

Interim FP Decision

After reviewing the Interim Fingerprint result, do you want to
continue with the fingerprint check?

("): Yes, continue with the fingerprint check.

Mo, | do not want to continue with fingerprinting.

4. Decide if you want to continue with the fingerprint requedter your reviewof the
Interim.
a. No, I do not want to continue with fingerpinting. This will change in inquiry
status toWithdrawn ¢ Entity is not moving forward with the applicant and

applicant will not be fingerprintedlhis completeshe request anctlosest out in
BCS

I. Requestingentities shouldcommunicate this decision to the applicant

No Record |

Interim FP

Interim FP Decision This will effectively withdraw the background

check. Are you sure?
After reviewing the Interim Fingerprint result, do youw
continue with the fingerprint check?

O Yes, continue with the fingerprint check.
@ No, | do not want to continue with fingerprinting.

CANCEL PROCEED

ii. Statuson the home pagéor that inquiry changes to Withdrawn

“Last Name $First Name |$InquiryID |%$Status ¢Date Created |$Check Type |User Name
FLOOF FANCY 4817077 Finished 05/25/2018 NDOB Beth Elder
ELOOF FANNY 4817078 05/26/2018 FP Beth Elder
HOLOHOLONA | PELE 4816965 Finished 05/23/2018 FP Beth Elder
NANI KA PUA 4816986 Pending Fingerprints | 05/23/2018 FP Beth Elder

18
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b. Yes, continue with the fingerprint checklou are moving forward with the
applicantin the fingerprint process
i. BCSyenerates the Fingerprint Appointment form and Fingerprint
Notification form (Click on the links to open a PDF docurfemg¢acl).

ii. The Change Decision feature will no longer be available once the fingerprint
appointmentis scheduled for the applicant.
1. If the applicant no longer needs to fiegerprinted after selecting
yes the entity can cancel the appointment with the vendor.
However, the withdrawn option will not be available.
2. Background checks will expire after six (6) months of inactivity. You
may wish to wait until it expires or archive tlag@plicant
iii. If the applicants fingerprinted at docal law enforcementffice, the
decision can be changed up to the point where the prints are reddiye
BCCU.
1. Please refer to thénstructions on Submitting Fingerprint Hard Cards
to BCClWiser manuafor more information.

Once the decision to continue witbmpleting a neviingerprint has been made, the Inquiry ID
number is sent to thé&ingerprint Vendor so that thepplicant can schedule theappointment.

This can take up tB80 minutes from the time the decision is madethe time the
vendor receives the information.

An applicantannotschedule their appointment until thEingerprint \éndor has receiwtheir
Inquiry ID number.

19


https://www.dshs.wa.gov/sites/default/files/bccu/documents/BCS%20Training%20Materials/Instructions%20on%20Submitting%20Fingerprint%20Hard%20Cards%20to%20BCCU.pdf
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